How to Print

When using the print function, patience is of the essence as it takes time to load in all the
information from the application. Remember, be patient.

A. Print the Whole Document
1. Click “Print’ to print the entire application.

Grant Status Submit
=l zoos - 2007 Consolidated Application f Locked 07/01/2006
=l General
#l General Narratives Locked Print
2l Meeds Assessment | Locked Print
=l REaP
# E{;é’glpl)fducation Achievement Program @ Locked Print

2. Wait while the system loads in all the application information. It may take a few
minutes.

3. Click the print icon. (It looks like a printer.)
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=-Willow Lake Scho§ 2006 - 2007 Consolidated Application
Wfillaw Lake School District 12-3

Contact Information Page

McKinney-Vento Homeless (REQUIRED CONTACT)
Mary Ellen Reints Renuired Sretinn Contart (RNA) A7A-R845  learniel@yahoo.com
Iitle |, Part A (School Improvement (REQGUIRED CONTACT)
Kevin Quimby Renuired Seretinn Cnntact (RNAY R7AR-AA4A  kevinguimby@k! 2.sd.us
Title I Part A Al ve ¢ REQUIRED CONTACT)
Kevin Quimby Renuired Sretinn Contart (RNA) A7A-RA45  kevinguimbyigkl 2.sd.us
Title 1l &L EP and lmumi REQUIRED CONTACT)
Barb Ulmer Rennired Sectinn Cnntart (ANA) R?A-A94A  ulmerteddyhear2000@yahoo.c

General Narratives
Terri Cordrey Contact (6051 532-3454  terri.cordrey@kl 2.5d.us

4. Select ‘All’ and click ‘OK” at the bottom of the page.
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5. Again be patient as the information is being loaded into Acrobat Reader as a pdf
file.



6. Click the print icon. Notice the length of this document.
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7. Select the printer name from the drop-down box Click ‘OK’ at the bottom of the
page.
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B. Print Specific Sections
1. Click “Print’ by the specific section to be printed.

Status Due Date Submit

07/01/2006

B Locked

=l zoos - 2007 Consolidated Application

=l General
*| General Narratives Print
*| Meeds Assessment B Locked Print
=l RE&P
# ?;Eilpfducatmn Achievement Program & Locked Print




2. Notice the number of pages is less, however the contact information page appears
in all the documents to be printed.
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HWillow Lake Schoé 2006 - 2007 Consolidated Application
Willows Lake School District 12-3

Contact Information Page

3. Click the print icon. (It looks like a printer.)
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Willow Lake School District 12-3

Contact Information Page

Mckinney-Vento Homeless (REQUIRED CONTACT)

4. Select “All’ and click ‘OK” at the bottom of the page.
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5. Again be patient as the information is being loaded into Acrobat Reader as a pdf
file.

6. Click the print icon. Again notice the length of this document.
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7. Select the printer from the drop-down box, and click ‘OK”.
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C. Print Features — Definitions for each number under picture

b M1 /65 |[Main Repart v #f [100% v| BusinessObjects:

EWillow Lake Scho 2006 - 2007 Consolidated Application
Willow Lake School District 12-3

Contact Information Page

McKinney-Vento Homeless (REQUIRED CONTACT)

Mary Ellen Reints Required Section Contact (A05) 625-5945  learniel @yahoo.com
Title I, Part A {School Improvement) (REQUIRED CONTACT}
Kevin Quirmtbry Required Section Contact (605) 625-5945  kevin.guimbygkl 2.5d.us
Title I, Part A Alternative Contact (REQGUIRED CONTACT)
Kevin Quimbry Required Section Contact (605) 625-5945  kevin.gquimbygk! 2.5d.us
Title Il {L EP and Immigrant) (REQARED CONTACT}
Bark Ulmer Required Section Contact (605) 625-5945  ulmerteddybear2000@yahoo.c
General Narratives
Terri Cordrey Contact (605) 532-3454  terri.cordrey@kl2.sd.us
Janet Denman Contact (605) 625-5945  JanetDenmangk! 2.5d us
Janet Denman Contact (G05) 625-5945  JanetDenman@kl 2.sd.us
Barh Ulmer Contact (605) 625-5945  Ulmerteddybear2000@yahoo.c
Needs Assessment
Terri Cordrey Contact (605) 532-3454  terri.cordreygkl 2.5d.us
Janet Denman Contact (605) 625-5945  JanetDenmanggk! 2.5d us
Janet Denman Contact (605) 625-5945  JanetDenmanggkl 2.5d us
Bark Ulmer Contact (605) 625-5945  ulmerteddybear2000@yahoo.c
Rural Education Achievement Program (REAP}
Terri Cordrey Contact (605) 532-3454  terri.cordrey@kl2.sd.us
Janet Denman Contact (605) 625-5945  JanetDenmangk! 2.5d us
Janet Denman Contact (G05) 625-5945  JanetDenmangkl! 2.5d.us
Harh | llmear ~antact FRNEY RIA_AQAR nimerteddvheatr?NON&wahnn ~

1. Export Icon — Exports the report into another format. Use the drop down box to
choose the desired format. See screen shot below. (With the function you are able
to save a copy of your application.



10.

11.

12.

13.

23 Export the Report - Microsoft Internet Explorer ...

File Format: File Format: W
File Farmat:

Adobe &crobat (PDF)
Microsoft Excel 97-2000 (XL=)
Microsoft Excel 97-2000 - Data Only (LS
Microsoft Word (RTF)
Wicrosoft Ward - Editable (RTF)
Pace Range: Rich Text Format (RTF)

@' Pages:

Fraom: |1 o |1

Ok Cancel

Print Icon — See above for directions in using this icon.

Show/Hide Group Tree Icon — Removes or retrieves the information in the left
hand box of the web form.

First, Previous, Next, Last Arrow Icon — Tool to maneuver through the
document.

Page Number — Indicates which page is being viewed.
Number of Pages — Indicates the number of pages in the document.

Report Menu — Drop down box shows the reports that have been created (see
number 17 & 18).

Up Arrow
Search Key Word box — Type in a key word to perform a search.

Find Button — After typing in a key word, use this button to search for the key
word.

Zoom lcon — Increases or decreases size for viewing report information.

Group Tree — Plus and minus icons expand and minimize the section choices
available in the report.

Application Name — Indicates which application is being reported.
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16.

17.

Scroll Bar — Scroll to see the bottom of the report page being viewed.
District Name — Indicates which district the report is about.

Expanding and Decreasing Bar — Bar allows for expanding and decreasing the
Group Tree section. Click, hold and drag the bar to expand or decrease the
viewing area.

Hot Link — Click the name to create a report specific to that information.
Example, click on contact information and a mini report will be created for
printing purposes with the contact information.



